DOCOflllfT ItBSOHC 



BO 100 53« 

AUTHOR 

TITLE 

4 * 

INSTITUTION 

PUB DATE 
NOTE 

EDRS PRICE 
DESCRIPTORS 



JC 600 007 



Henderson , Le© 
Some Reco««end«d Guidelines for^ the ETftlijation of a 
Cowpunltf College President. 

Florida State Dept. of Education, 'tallahassee. Dlv." 
of Coapunity Colleges. 

UOjj).; Appendix A may not reproduce well 
MP01/PC02 Plus Postage. 

Accountability: Administrator Characteristics; 
♦Administrator Evaluation ; Administrator 
Responsibility: Admin istratqr Role; . Administrator 
Selection; Ccmmunity Colleges; ♦Evaluation Criteria: 
JEvaluatidn flethods: Governing Boards; *Guidelines; 



unior colleges; ♦Presijients^; State Boards bf 



Education 



ABSTRACT , . 

These guidelines are recommended %oz, use by Florida 
community college boards of trustees in the develop lent of a process 
for evaluating community college presidents as required by state law.. 
Following introductory material in Which "evaluation" and- ' " 
"account «^bility" are defined , the report outlines seven procedural 
steps- by which the board defines its goals for the college, 
delineates the functions to be p^rforlned by the president toward the 
achievem^ent of these goals, and determines the competencies, 
ch^acter istics, and .other critetia by which. the president's > 
performance can be judged. The report then Qiitlines six evaluation 
goals .and describes the general functions of Jcommunity college 
residents as determined by the Florida Sta*4 Bdard of Education, 
bjective evaluation criteria are then presented, followed by a 
discussion'of objective evaluation ar«as and a Checklist of basic 
presidential assignments which -can be made to accommodate a common 
evaluation rating scale. The\ report concludes with a discussion of 
the importance of timing in T^he evaluation process. Although not 
intended as an Evaluation instrument, the report is comprised of 
easily exc^rptc».d materials tb(it can be adapted to /serve as simplified 
evaluation forms. Appendices i^cl\ide a Florida State Board of 
Education outline of community college presidents' functi,ons and 
suggested evaluation" categories and rating scales* <JP) > 
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FOREWORD 



One of the most significant factors in dete/mining ^h^ success of 
a community college is the relationship estfablished" between its 
district jtea grd of trustees- and its presidsmt. As a pplioy makfer 
the boardiSentif let the direction and scope of tJie institution 

ldministJ^•ator 



and the president, as the board's ^hief 4dministJ^•ator^ is expected 
to implement the established poliofies. / In the process of opera- 
ting the college the evaluat^ion pf the/president by the board is 
usually a continuous, informal proctes^. Periodically, however, 
this process must be more formal. 

Legislative and trustee concei-ns abput the formal evaluation t>f 
community college presidents/ resulted in the State B6ard of Edu- 
cation's revision of Rule 6^-14.2^(3) on October 28, 1975 to 
read as follows: I ' I i •' 

/ / • 

The community college president shall be entitled 

to a contract. ^The terity gff the contract of a 
president shall not exciied four (4) years. It ^ 
shall be the duty of the /board to review anti^ eval- 
uate the performance or the president. "The lt?oard 
shall in^rm the presi/dent of the procedure of the 
evaluation as well as/ what is expected of him-at the 
time of approving his contract. 

Subsequent to this revisiori, recjuests were received from trustees 
seeking guidance in ca^lryiAg out this responsibility. In response 
to these requests an ad h0c committee, representing community col- 
lege trustees, pres^idertts, and statTe agency personnel, was assigned 
the task of preparing soitie recommended guidelines for the evalua- 
tion of community cqll^g^ presidents. A draft of 'the committee's 
efforts was distr;LbAt^ed "to board chairpersons and presidents for 
reactions and suggd,stlof(:^. Several of the suggestions received 
were incorporated ih' thte following "Some Refeommended Guidelines 
for Evaluatiftn of k Coiyimunity College Presi,dent." 

These guidelines are i^ecommended as a procedure to be followed 
by boards as they consiider developing ar^ evaluation process. 
They are not intihded; to constitute an evaluation instrument 
since the Expected relationship between a board and its president 
is best established it the local level. However, materials ^re • 
included tnat are easily excerpted, and adaptable to provide a ^ 
simplified evaliU^tidn instrument should a board desire to use ' , 
these guidelines tot that purpose. 

Appreciation is expressed to the <3bmmittee members for their fine 
efforts in, dealing with this mosf complex and sensitive subject. 

Lee. G. Henderson, Director' 
Division of Community Colleges 
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SOME RECOMMENDED GUIDELINES FOR THE EVALUAtlON OP 
A COMMUNITY COLLftGE t> RES I DENT* 



^ Introlauoti^n 



One of the moat Important responslbAltias of the District Board 
of Tru^tetes is to evaluate it:s President. The importance of this 
assignment Is recognized in ^ate Board of Education ^ules, Chapter 
6A-14.26(3), which states, "It shall be the duty of the board to 
review and evaluate the performance of the president. The board 
dhall inform the president of the procedure of the evaluation as 
well as what is expected of him at the time of ^ipp roving his con- 
tract." For the evaluation process to be a ^reasonable one, those 
competencies and characterl^itics the Board considers in^ortant for 
evaluation purposes should bie essentially the same ones the Boajrd 
uses as criteria in the selection o'f a president. Consequently, 
the importance of the Board's responsibility for selection and 
appointment, as well as the Boards cdntinuing responsibility for' 
evaluation are recognized. * . , 

The purpose of this material is to provide some recommendations 
of items that should be considered when the Board fulfills the 
responsibility^ of evaluating its President. It does not attempt 
to prescribe htow you proceed- what you evaluate nor to provide a 
Von^leted product for Board iiiplementation. It should, however, 
provide the framework needed for eB<fll Board to develop an evalua- 
tion process which reflects the Board's expectations of its Pres- 
ident and how /the 6bard intends to hold the President accountable 
for these expectations. This material should also prove useful 
in identifying criteria for selection of a new president. For 
convenience two iael^initions are offered for Board cons icii^ rat ion . 

Evaluation — The process through which resiilts are 

measured and conroared with pre- determined standards. i 

t . • ^ ■ ^ , . 

Accountability — Providing evidence Regarding the 
^ degree of Accortplishment 6f pre-speclf ied goals 
^^--and objectives. v 

Procedural steps that might be taken when developing, evaluation 
criteria ate identified in the draft copy of the "Handbook toi . 
Developing and Using Criteria for the Selection and Retention of 
Community College Personnel" that is being developed by the 
Division of Community Colleges. These include thd following:* ^ 

Procedural Steps 

.... • 
I - Obtain a workable definition ofthe^ result* I 

which the Bbard expects the college to achieve.*, ^ 

II - Recognize any limitations which are set by the ^ 
range of performance patterns judged to be 
desirable and aoceptable in the cbl^ege. 



- ^ 



r 



III - Develop a workable definition of the^ resultf 
, whic^are to he achieved through, the* President. 

IV - Describe the functions to be performed by the 
President. 




i/ - Define the competencies, characteristics, and 
other criteria required for successful perform- 
ance of the President. / 

VI - Develop procedures to apply the competency 
. statements and oth<4r criteria to. be used in 
^ decisions involving either the selec^iion or 
retention of the President. 

Vll - Determine the effect that the use of the criteria 
fo:f: either selection or retention of the Presi- 
deitit has on the attainment of the mission of t^e 
*■ college. . " 

These procfedOral steps are discussed in the following materials 
and references are made to related details that should be devel- 
oped" by each BOard where appropriate. Specifically, the following 
discuasion concentrates , op areas dealing with purpose, functions, 
job description and evaluation. For your convenience the Committee 
has provided several appendices relating to State Board of E^ducll- 
t^l'On Rules and evaluation instruments which were reviewfed by the 
Committee. - ^ 



Purpose " of Evaluation 
The purpose of the President's evaluation should be to; 

1. . Stimulate the* leadership and productivity 

of the President; . 

2. Asse^ the strengths as well as the weak- 
nesses of 'the President at the same time 
that the Board as:$esses^ the accomplishments- 
and shprtcomiiTigs of the college; 



3. Provide a formal mechanism for informatioVi 
exchange Relative to the state of the coif 
' lege among the Board, the President, the / 1/ 
faculty and staff, the alumni, students 
and the comm\lnity (ies) served by the college; 



4^. Determine .the effectiveness bf the college 
jm resRphdlng to the needs of the community 
(ies) it serves; 
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5. ^terittine how the PresljloVit has fulfilled 
J tne promise shown in either the original 

selection and appointment process or ex- 
pectations identified in the reappointment 
process; and, . . 

« 

6. Assess the incumbent President's ability, 
» management style, and suitability to con-^ 

tinue to meet the evolving needs 'pf the 
college. . * * y 

Since the President is. the chief administrator responsible for 
achieving the poard's objectives, the President's evaluation is 
ba3i^lly an evaluation o.f the college's efforts. Consequently, 
it is essential that the mission statWent of the Board and any 
limitations. to achieving this mission be reflected concisely as 
ihc^cated in procedural steps I, II> and III- that are lifted in 
the Introduction section. 



Functional A)5signment of the President as 
Defined by the State Board of Education 

A review of the duties and responsibities of the .President listed 
in State Board of Education Rule 6A-14,262 indicates the follow- 
ing general functions have been assigned to the President: 

1. Provide educational and managerial leader- 
ship directed towards accomplishing the 

V missipri of the* college.- 

2. Develop short and long range plans that, 

will insure the achievement Of the col- ' 
lege's mission. . . ' * ^ 

3. f^ake timely recommendations for promul- 
gation of policies and procedures 'and for 
the establishment of an organizational 
structure cpromensurabe with the college's 
Aiission* 

^4. Advise, and counsel the Board on all matters 
of th^ college's operation and seek profes- 
sional and legal assistance as needed. 

5. Operate the college in Such a mann^it as to 
implement or supervise tt^e implementation . 

^ of Federal taws, Florida Statutes, State, 
^""^ Board of Education Rules, anld Board policies 
f and procedures . ► , ^ ^ 

6. As corporate secretary provide secretarial 
support services. Information, assistance in 
Board organic at ion7 and provide public 



^ information concerning Bo*rd meetings,, 

agend«<!^8, and meeting places. , ' , - 

The job description of the President should reflect these functions 
in such a manner as to identify both the specific and general pe;:- 
formance expecta.tlons of the Board. " ' 

' *■ 

V. . ' President Vs Job Description 

as Described by State Board of Education 



State Board of Education Rule BA-1^262 desc|:ibes basic responsi- 
bilities and duties of the Presid|pE. For the purposes of this 
publication, this description is considered a basis for determiriing • 
minimal expectations of the President. Additional items considered 
relevant %q each college's operational philosophy and responsibil- 
ities should' be identified by the respective Boards. State Board 
of Education . Rule 6A-14.^262 is reproduced in Appendix "A." 

A revifew of this St^tfe Board of Education Rule emphasize® the 
significance of the inter-- relationships of procedures III, IV^ and 
V listed in the Introductipn section on page 2. If the expected* 
results ar^ defined for evaluative purposes they must be incorpo- 
rated directly or indirectly ii\ the job description. The above 
reference illustrates this point For example^ subsection (7) of 
Estate Board of Educatiop Rule 6A*-3f4.262 refers to directing the 
required work of college personnel, but how Much and to what ex- 
tent IS not included. If it were decided to expand on- this langu- 
age and, say *that the work should be supervised in afi e-fficient and 
timely manner, then "efficient" and "timely .manner" need to be 
defined specifically enough to coitinunicate performance expectations 
to the President and suff ieientlyj identifiable for meastirement 
purposes. This can be .^ojie through rewording the description of 
the job or through a set of definitions which refine the descrip- 
tion. Examples ,of this are provided in Appendix "D." 

. _ ' A . 

Evaluation 

The evaluation process, ah indicated in the discussion above, requires 
a careful deli^neation of expected performance. -Not only does tncs 
involve "subjective" and "objective" -criteria, but it also ref'lects 
the mission of the institution and the management philosophy of the 
Board. l--^' . ■ ' 

CoJ.j.ege Mission Statement 

The college missiOMi istiitement is a critical feature of this total 
. - process. Although the general assignment for commifhiity college 
f education is specified in'statuteg and -rules, it would be desirable 
for each Board to identify a mission statement; with expected results 
which reflect the ph^ilodophy and direction thought to" serve the 
' interests of the college's service area, 

• • • > . • ■ ■ . ' 
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Co llege ManaigemeTit Philoaophy Statement 

Tbe Board should also adopt a management philosophy stat-ement to 
accompany the mission statements This statement should provide 
direction and guidance to all college employees, s^tudents, and the 
getneral ^public. Both of these mission statements should be re- 
flected *in the criteria selected to evaluate the President. 

The Committee recoghizes that individual Trustees often look for 
characteristics in their chief administrator which arey^portant 
to them but not readily identifiable for evaluation purposes. 
Therefore, refcognition of two types of evaluation is reconmiended. 
One is identified as "subjective" and constitutes those expecta- 
tions which ^re not easily measurabl'e but influence the impressions 
received by Trustees ^about th6 performance of their President* The- 
second type is "objective." It is specif \cally identifiable and 
amenable to measurement. Obviously " any given* measurement scale 
that is chosen depends upon the interests of a given Board and the 
type of breakdown they wish to use for this purpose. Usually at 
least a five-scale ^valuation insi^trutneht is preferred but a fewer 
number may also be used. For illustrat ioris o/ evaluation scabies 
see Appendix "C." 



Subjective Evaluation Areas - 

The subjective area usually includes items such as the following: 



Integrity 

A sense of responsibility 

Good image in the commui^lty 

Sincerely committed to 
the community college 
philosophy 

Empathy 

strives for self^-improvement 

Well regarded by his ortfher 
peers 

Shows cQncei?\n in developing 
efficiencies to keep' costs 
to a minimum 

Open-minded in dealing 
with issues and ffeople 

Imaginative and creative ^ 
and inspires ^this in others 

Style of leadership appro- 
priate to community and 
thQjfi ins titUltibn 



Exercises sound judgment 

Approachable 

Relates -well to people 

Enjoys good relationships with 
community, board, faculty/ 
students/ state and .legislative 
officials, staff and other 
relevant ec^ucational agertcies 

Pos^sesses stamina and fortitude 

Keeps current on develx>pments 
in his or })er afield 

Aware of responsibility to " 
see that public funds are 
spent wisely 

Possesses sound moral character 

Accepts the philosophy lof the 
national democratic process 
and free enterprise system 

Freely accepts the total 
responsibility of his 
office 



Obvioyaly the subject area depends upon the personal evaluation 
sygtfeta of each Trustee involved. It is understandable that an 
indicj^tor which denotes a sense of responsibility for one person 
may b^'considered entirely inappropriate by another. .Subjective 
evaluation is recogriiied as having a major influence Qn the think- 
ing of a Trustee and as a process may be both significant and 
valuable. However, the most effective and desirable evaluations 
include those factors in. the performance of a President which are 
definable and can be measured objectively. The utilization of 
objectivity along with the candid recognition of* subjective in- 
fluences shoul^constitute an effective combination for use by a 
Board in evaluHfing the total performance of a President. 

^ > 

Objective Eva luatio^v Areas . . 

The. objective evaluation areas applicable to this .section center 
around the basic functions and job descriptions identified in the 
aforementioned sections dealing with these topics. These are in- 
tended to reflect only those basic requirements of State Board of 
Educat ion Rules and it is recommended that each Board expand upon 
them to serve respective needs. 

A perusal of state Board of Education Rule 6A-14.262 (Appendix "A" ) 
reinforces the necessity of • defining terms for the purposes of 
evaluation." For example, references to such terms as "adequate," 
"opportunities," "maintenance," "needed," "assistance," "efficient, 
"leadership," "essential," and 'necessary" relate to values that 
communicate little until they are defined specifically for the 
purposes intended. Similarly, those evaluation terms provided in 
Appendix "C" such as "excellent," "good," "fair," "-poor," "satis- 
factory," "unsatisfactory," and "marginal" provide little common- 
ality for communication of expected behavior without somfe speci- 
ficity. I 

The desirable evaluation process, procedure and instrument identify 
characteristics sufficiently enough to enable each rater to use 
tihe same references. Appendix "D" demonstrates this approach. 
The sequence of the material in this Appendix indicates that the 
i^ating' Scale is designed to reflect values that correspond wi'th 
performance standards; the Rating Factors provide criteria by 
which an employee's performan<ie .is measured; and the Employee 
Performance Rating form suggests a value scoring system that 
gives direction to thfe evaluator. This procedure illustrates the 
method of associating functional assignments with a given position- 
and demonstrates the implications of utilizing procedure V, raen^ 
tioned in the Introductory section, as a means of making a trans- 
ition to Procedure VI. , , 

'^n evaluating the President, the Board members might want to have 
^available both an objective and subjective list of descriptive 
factors as reference points for making their formal evaluation. 
While the review of these factors by individual Board members 
would |()robably be considered a personal process and notes taken 
or made as part of , this process would most likely constitute 

.1 ^ ' Y " 




"working papers" not 'subject to the "public •dpcuments actfc' 
composite Board review and rating of the President must tfl^d'^aQje 
In an open, public meeting ahd the documented, formal evaltial|oiv^ 
Inajtrument subject to hhe "public documents act." The Board' should 
distinguish clearly between the natur^ and use of such descriptive 
factors and the formal evaluation instirument. Thus a list of de- 
scriptive facts coijld be used ^exclusively to assist each individual 
Board member to synthesize his" or her thinking about. vthe evaluation 
process .to determine what should be considered Ip the formal, of- 
ficial evaluation of the President. 

It is recommended that the, formal evaluation Instrument be made 
as- simple ,and as conctlse as possible. The gulde]^lnes, procedures 
and standards utilized by the Board should be made available to the ■ 
President to insure that he or she understands fully the basis .^ipon " 
which bis or her pefformance is being measured. 

Appendix "B" is provided as'^a means of demonstrating some overall 
competency cons-ldera tions Which reflect an evaluation of the func- 
tions described in the aforementioned section ^titled "Functional ^ 
Assignment of the President." These examples assume some deflhl- * 
ti on agreements on terms have been reached by the Board. ' ^ 

A Sugi^ested Check List, ^ • 

A regrouping of the basic presidential assignments provided in 
State Board of Education* Rules can be made to accommodate a "^ting 
scale with common evaluation scales. Such a regrouping coulq^jalso 
provide a check list for^-both Trustees and their President. Tor 
convenience, these duties have been regrouped^ below under the head- 
ings of "Board delations "Planning: Annual and Long Range/* 
"External Responsibilities/' "Organizational/' "Operational Manage- 
ment/* and "Records/' Similar items are. l;isted under "Organizational 
and "Operati'onal Management" but are separate, functions; "Organi- 
zational" reflects the recommendations and establishment of the 
management structure whereas "Operational Management" reflects 
the implementation of the management structure adqpted by t)ie • 
Board. Unless otfierwise designated, the numbers provided in 
parenthesis identify the subsection of State Board- of sduc*ation * 
Rule 6A-14,262 where this assignment appears. 

Board Relations 

A. Makes recommendations, nominations, and proposals 
as required (Introductory section) 

J 

B. , Advises and counsels as' needed (Introductory section) * 

C. Presides at organizational meeting of the Board (1) 

D. . Attends all regular and s^iecial meetings of the 

Board' qnless excused (1) \ 
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.Y 

E, Assists in development^ agenda and dliseinln^utes 

information in advance ^jTlnip lied by (3) and r^quirfed 
. .lay Chapter 120,, FloridC Statutes) • 

F. Understands anQ enforcers ,lavrs, rules, and 
policies (12) > 

Planning: AnnXial and Long'"Ranqe 

A. Conducts studies essential to planning for the 
co;Lrege*s operation (5) 1 ' 

B. Ajsembles anS-presients data necessary for 
making planii <5) 

» ■.' ■% ■ 

C. Reco^mnends plans and procedures for the developioent 
and improvement of the instructional program (9) 

D. DevBloRs and recommends college facility plans 
netceWflary' to accommodate the mission of the 

^ college (10) ,A 

E. RecotJiinends financial plans with alternatives *which 
will insure the continued operation of the college (11) 

• ■ 4 : ^ 

External Responsibilities ^ 

A. Report organization of Board within two weeks of 
action taken, provide copies of budget and 
relented financial reports, and other required 
reports to the Director of the Div4.sion of Com- 
munity colleges (1) and (11) \ 

■ " ^ 3^ \ • ■ > 

B. File reports ^o U, S. Office of Education and the 
Office of Civil Rights as required 

C. Attend Depar'tment of Educatioh conferences and 
meetings (13) . " 

- ••• • . * 

Avail himself or herself df iroptsbVement 
opportunities ll2) 

E. Participate in local vocational and adult coordi- 
nating council meetings (6A-14.37) 

F. Cooperate with other districts in special 
projects and activities (6) 

Organization ^ , f 

A. Recommends an organizational structure which will 

provide adequate ed'Ucational opportunities for* all 
students in the district (6) x 

.7^ ... 



B. RecomnendB p^ooedures for dooperatlng wiih other 
district* or special projects or activities (6) 

it ■ 

C. Delegates authority necessary for employees to • 
carry out assigned responsibilities (7) ^ 

D. Delegates authority for the operation of the 
college during the eUbsence or incapacity of" the 
President and during emergencies (7) 

E. Eatabldshes opportunities and provides ^leadership 
for the in^rovement of all employees (7) 

( . ■ ' ' ' ^ V 

p. Recommends an organizational struct urff^^i:© promote 
the welfare of students including attention to 
health and safety (8) 

G. Establishes probedures for student control, 
-discipline, expulsion or suspension (8) 

H. Recomnends procedures for c6ntinuous development 
and inprovement of instructional programs (9) 

I» Establishes procedures for identifying facility 
needs and provides for maintenance and upkeep of 
the college plant (10) 

J. Reconsnends measures w^ich provide financial and 
accounting support serpices necessary to the 
operation of the college (11) 

K. Recommends an organizational structure' that assigns 
personnel responsibilftied for" compliance with laws 
rules, and policies (12) 

L: Establishes a recordkeeping process that is. needed 
for the supervision of instruction and the adminis'- 
tration oj the college {15\ ' 

Q|>erationftl Management « " 

A. Acts fo^ the Board as custodian of all college ^ 
property and trust funds (4). 

B. . Operates college programs, classes, services, 

and food services in an effiqient manner end 
observes college calendar including holidays 
and vacation periods (6) 

CV Supervises all work of college personnel (7) 

D. Recommends positions, qualifications, >oompensatibn, 
iM^d ealary schedules, contracts and terms of 
service, employment, promptions , iiransfers. 
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suspensions, dismissal of employees and revoca- 
tion , of certific«»tes (7) and (14) 

' ' ' " ^ 

Mainttiina student control and discipline; suspends 
and expe lis students w^en necessary (8) ^ 

F. Establis^hes health and safety to life programs (S) ~^ 

G. Promotes the welfare of students (8). 

H. Implements plans and procetjiires for the development 
and impJbvement of the instructional program of 
tihe college (9) . ' 

/ • 

V 

r. ^ecutes plans as approved for all phases of the 
college plant program including sites, buildings, 
equipment, maintenance^ upkeep, utilities, and 
sanitation (10) \| 

4 

^. Implements authorized financial procedures includina 
development and s^ubmission of annual budget, borrowing 
of money, identification of conditions and specifi- 
cations of contraqts, and provision of reasonable 
safeguards for all college funds through bonding of 
employees (11) 

K. Enforces, insofar as possible, all laws. State 
Board of Education Rules, and Board policies and 

procedures (12) 

L,. Provides leadership foY the improvement of all • 
employees (7) * 



Records 



A. Keeps minutes of official actions and proceedin q>». 
of the Board (3) . 

B. Records contracts,^ transfers, promotions, suspen- 
sions, dismissals, payment of claims and leav\is 

of absence for personnel (7) and (17) 

C. Maintains admission, classification, attend- 
ance, enrollment, graduation, discipline, ex- 
pluslon, and health records of students 

. (8) and (6A-14.768) 

D. Records college plant pl^ans, iurveys, sites, deeds, 
agreements, and insurance records (10) 

E. Maintains financial reports and » accounting sy«tem 
relating to fiscal operation of the college (11) 
and "(6A-a4.768) 
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F. Completes and maintains inventory of , college 
equipment and property (15) 



Obviously, 8eve»ar evaluation ina'trumfents similar to those 
pr;ovi«ed in the Appendices can be uabd to evaluate the Above 
grjoupings. • * 



Timing 



A critical ci^nsideration in the evaluation process is timing/ The 
President's evaluation should be conducted by the Board "at. such a 
time to insure that the President is in good standing . prior to 
the Boards receiving major recommendations concerning the college's 
future-. Personnel recommendations provide an excellent example of 
this concept. Employees should be recommended fot continued or 
re-employment by supervisors who have been judged competent by the 
President and affirmed by the Boards Similarly, recomii»endations 
concerning these supervisors should be made by a President who has 
been judged competent by the Board. It is also suggested that the 
President be evaluated annually or more often than annually 'if 
areas of needed improvement have been identified during previous 
evaluations . » ' ' 

The exis.ting conditions .under yhich the President is peifforming 
his or her duties should also be considered. If a new lode qf 
student conduct has been adopted by the Board over strenuouis stu- 
dent objections it is most likely that Student complaints about 
the President will be received by the Board. Similarly, if 
recommendations for staff reductions or nq salary increases, are 
required of the President the employee-president relations ar6 
apt to be strained. If a strong management position were voiced 
by the President on behalf Of the Board in fighting a collec- 
tive bargaining election, employee reactions may be hostile to 
the Presic^ent. These types of circumstances illustrate the 
"limitations" recommendation identified in procedure II of the ^ 
Introduction. 

As the Board thinks about time use it must be remembered that the 
President has a responsibility to ALL of the following and that 
each demand a fliir, share of his orTi^r timer the Board of Trustees 
college administrators; faculty and staff;, students and sttident 
or|rani25ations and activities; local civio organizations ; legis- 
lators; the State Board of Education and the Department of Educa- 
tion; Federal agencies; and, his or her peers and. professional 
associates. 



One final comment about time seems pertinent. All evaluation ' ' 
procedures should take into account the over-all effectiveness ^ 
of the President • during the total evaluation period. Neither the 



most recent nor the earliest impression or activity should ^omiriat 



the evaluator's thinking. Consequently, the Trustee may wish to 
record evaluations ft^equently on the adopted instrument for 
personal reference. 
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APPENDIX "A" ^ 

STATE BOARD OF EDUCATIQJN RULE 6A-14.262 
DUTIES AND RESPONSIBILITIES OF THE PRESIDENT 



Duties and Responsibilities of the President 



Supp. No. 66 



COM MUN^^tY COLLEGES 



•|>|>rovf<i by tht limU booili of •<iucMtlon upon tjbe 
rtcomrnrndiition of th« <k>uncil. and shall me«t'th« 
additional oualiHcf t^onk which ihalt be pre9cribed by 
the board The fotlowinK procedure shall be fallowed 

in empK>ying or di^imisAing a community college* 
president 

{l\ The bOfttd shall select ond appoint a 
Qualified'^ ihdividual as president witk the approval of 
the state board of education upon rocommendation 
of the council Before making this recommendation, 
the board shall seek out and iiHorview persons who 
demonstrate th^ highest qualifications of educational 
leadership. Tho^board ^uill pay particular attention to 
th* candidate's experience in immunity college or 
related fields, to his education, to his profo^.sion of a 
broad understanding of the community college . 
program and to his demonstrated leadership ability, 

(2) When a vacancy occurs in the office of 
president, an actinp; president may be appointed, 
which appi^mtment shall follow the same procedure 
aa for a president. The term of ap actinf: president 
shall not exceed six (6) t^iontha, except tliat tht^ro 
may be one. but not more than one, reappointment . 
for an equal term. * * 

(3) The community college president shall be 
entitled to a contract. The term of the contract of a 
president shall not excee<l f6ur (4) years. It aholl be 
ths duty of the l)oard to review and oVaiuate the 
performance of the preaidcnt. The board shall inform 
the president df the procedure oi the evaluation aa 
well ih( what is expected of hihn ki the time of 
approving his contract. 

Specific Auth«)rUy 229.053(1), 230 755 rs. Law impUmttntcd 
230,753(7) rs. mstory -Formerly 6 A S. 80, R rpronvulftiil^d 
rndW l(V2tl-75. 



6A^1 4.261 Ooiveral powers of the president. 
The president shall have the authority and shall 
exorcise the following powers: *^ 

(1) General oversight. Exercise general 
oversight over the collegt^n order to determine 
problems and necd^i^iand recommend!, improvt^mcnta. 

(2) Advisa, counsel and recommend to the 
board. Advise #n^ counsel with the board on all 
educational nuitteri and recprnmend to the board for 
action such matters aa should be actu^ upon. 

(3) Recommend policlos. Advise and counsel 
with the board on all policies and Wommetid to the 
board for adoption policies deortlVKl nect^asary for the 
efficient operation of the college. 

(4) Recf>mmend and execute; rulea and 
rMuhitions. Prepare and organize by subjects and 
submit to the ^ board for adoption such rules and 
reguUtionsio supplement those ^do(i^d by the state 
board of education as, in his opinion, will contYibute 
to the efficient operation been adopted, the president 
shall see that they are enforced. >^ 

(6) Recommend ^ and ex<»cute minimum 
Standards. From time to' time prepare, orgoni7,f by 
subject and submit to 4he board for adoption ^ucjfi 
minbnum vtandards relating to the operation of. any 
phaae of the college program as are needed to 
tupplement thoae adopted by th* state board of 
etducation and at will^ontribuie to the efficient 
optratton of any aspect of community college 
fducation in tite dUtrict; to see that minimum 
standards adopted by the board are obaerved. 

(6 ) Perform dutici and exercise responsibilities. 
Perform such duties and exercise such r^ponsibilitiea 
•a w assigned to him by bw, by rules of the state 
board of eduqition and by the*^ district board of 



179 



Delegation and aaaigtunent of |p<iwers. 
Delegate to appropriate employees of the colfegl Nuoh 
authority as ia necessary to lnaui1» that laws, f^lfs and 
board poliqiea are executed in an efficient m^fuaf r. 
9p«Qlfto Authority 33a755 rS. tnw lm)p^in«iitM| 
I30.753<7) FS. HUtory-rormnrly CA ».77, Ai^uromuktftttril 
1 2' 1 0 7 4, A nirmird 1 2-9 T5. 

6A^14.262 Duties and responsiblMties of the 
p/ealdent. The president, in the exercise of the 
general powers of the president identlfi<}d iii section 
6A-14 261, shall perform all duties listefl below and 
elsewhere in the law; provided, that in so doing he 
shall advise and counsel with the board. ^ The 
recommendations, nominationit,^* propo»ds and 
teporta reouired by law and rules to be made to t,he 
board by the president shall either be recorded in the' 
minutes or sliall be made in writing, noted in the 
minutes arrd filed in the public records of the board, 
It sluill be presumed that^ in the absoncg^)f the record 
required in thii paragraph, the recomti>endBtii)n$, 
nominationa and proposals requiited of the 
president were not contrary to ttie action by the 
board in such matters. The preaident qr his desigtuited 
representative niay, unieaa ofKerwise provided for by 
law or rules of the state board 6f .education, he 
authorized by the board to stgn documents, 
agreements, contracts, instruments bf payment and 
conveyances reflecting actions approved or 
authorized by the board. 

(\) Assist in organization o{^ boaVd. Preside at 
the organization meetipg of tm boa^d^and transmit to 
the director within two '(2) weeks following s)ich 
meeting a certified copy of the/ proceeding^ of 
organization, ipcludin({ the schedule, of reguhir 
meetings and the nameti and addrosies of the board 
members. ' • ^ 

(2) ReguLir and special meetings <^f the board. 
Attend all meetings of the tK>ard, 'fkcept when 
ei^cused by the board, and advise, but loot vote, on 
queationa under consideration. \ . 

(3) Records of the board. Keep minutes of all 
official actidns and proceedings of the bdard^ikd 
keep such other records. Including records ^ of 
property held or disposed of by the board, as may be 
m^cessary to provide complete information regarding 
the college. 

(4) Cqiiege property. Act for the board ^|s 
custodian of all college pro|>erty. V 

(a) Recommend purchase and plana for^ 
control. Recommend to tha board plani| for 
contracting,, r<?ceivlng, purchaaing, acquiring by the 
institution by condemnation piroceedings if necessary, 
leasing, selling, holtling, transmitting and conveying 
title to real and personal property. 

(b) ' Property h'eld in truat. Recommend to the 
board pUns for holding in trust and administering 
property real and peraonal, money or other things of 
value, granted, conveyed, deviaad or bequeathed for 
the benefit of the College. 

(5) College prograip. Prepare long term and 
annual plans. Sui)ervisc the aaaembling of data and 
sponaor atudics and aurveys essential to the 
development of it college program; prepare and 
reconunend such a program to the board aa the basis 
for operating the coiiege. One phase of this program 
sluiil be a long-term progratn and another phnso sliall 
tonstUute^ .the annual program. The long-term 
lUrogram shall be Concerned ^ith the location and 
development of ebitege buildings, transportation. 
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InitrMCtion. DirMt tht work of and provide leadtrvhip 
for tha improvament of' all mambara of tht 
iniiructbnal aUff and other employeea of the college; 
auperviae or arrange under poiiciea.or .the board for 
the iMperviaion of iiutruction In the college and take 
such'atepa aa are neceaaary to bring ebout oontinuoui 
improvement. 

(g) Delegate authority to a peraoti for the 
operation of the College during the temporary 
abaei>&e or incapacity bClthe praaident or during 
emergenciea. / 

(8) Student welfare,. Recommend plana to the 
diairiot board for the proper accounting of all 
atudenta, for the attendance and control of atudcnta 
at the college, for the proper attention to healthy 
aafety and other mattera which will beat pmmote the 
welfare of atudenta In the following- fielda: 

(a) Admiaalon, ciaaaificatlon, promotion and 
graduation of atudenta. Recommend rulea and 
regulationa- for admitting, clauifying, promoting and 
graduating atudent^ at the college. 

(b) Control of atudenta. Ptopoae rulea and 
regulatioha for the proper control, diacipline and 
expulaion or aucperuion of atudenta. 

(9) Inatructional program. Recommend plans 
and ' procedurea for the development and 
improvement of .the irutructlonal program of tht 
college. 

(10) College plant. Recommend plaiu and 
execute auch plana aa are approved regarding alt 
p h aaaa of the collie plant program, including the 
following: 

(a) Building programi Recommend plana mm) 
procedurea for having a aurvey made under the 
direction of the department of education or by aome 
agency approved by the departmant^ as a basis for 
devek>pins a building prograrfi aa a phaae of the 
long-term program for the district; recommend auch 
program when tuf ftcient %vidence ia available, 
apecifying the centers at which college work fhould 
be offered on the varioua levels, the type, aiie \and 
location of centera to be established and the etep^ to 
be taken to carry out the program. 

(b^ Sitea, 'buildinga and equipment. 
Recommend the purchase of college aitea and 
recreational areaa where center^ are to be constructed 
of adequate site to meet the need of studente to be 
accoimnodatefl; or of additions to existing aitea when 
needed; rental of buildinga when neceaaary; erection 
of buildings; additioru, alteratiotia and repairs to 
buildinga and other college propertiea; plans and 
apeoiftcationa; purohaae of furniture, booka, 
apparatua and other equipment neceaaary for the 
prop^ conduct of the wo^k of the college. 

(c) Maintenance and Upkeep of the college 
pbnt. Propoae planji for aasuring proper ipalntenance 
and upkeep of the college plant and for ih^ proviaion 
of the utilitiea and auppliea for the operation of the 
collMe; and take auch atepa as are neceaaary to aee 
ihat buiUiinga are kept in proper aanitary and phyatcal 
oondition and that heat, light, w«teraftd power and 
other auppliea and iitllttiei are adequate. 

(d) Inaiirance of college property.: IVopoae 
pbne and ptocedurea for Invuring economicilly every 
etnieture.and its eontenta, boilera and machinery aa 
well aa buaaa and other property, under the control of 
the board and aee that the proper recordii are kept of 
auch Insurance. 

(e) Condemnation of buildtnge. Inspect 
periodleelly all college buildiiMpi and euftoundinga to 
determine whether there are ^ny unainltary 



personnel, instruction and other educational (editurea 
involving the interest and welfare of the students and 
cilixena of the district over a period of yeare. The 
annua) program ^ha)| b^ concernedl'with the budget, 
aitea to bo purOhn^^ bvUldmga to be constructed, 
trans|>ortatii>n routi^s, personnel, instruction and all 
other phaaea of the coHtge program. for any paaMcular 
year which shll l>e developed, insofar aa posaible, in 
harmony ,,and conformit)L. with the k>ng term 
program. : 

Establishment, organixat ion ai^ operation 
of programs, ciass^ta and ^trvices. Reooimnend the 
esublishmtnt, organization and 0|Miration of such 
programs, cliiases. an^ services aa are needed to 
provide adequate educational opportunities for all 
atudenta ^^he district, including the following: 

(fi) College liolidays and vacation periods. 
Recommend holidays and vacation periods for the 
college. 

(b) Cooperate with, other districts in speciaT 
proj«)cts or activities. Recommend plana and 
proceilurea for cooperating with othef districts or 
with other agoncios, in this slate 6r in other states, in 
special projects or activities which can be more 
economically or advantageoualy provided by such 
cooperation, 

(c) College food services. Recommend plaha 
for the cstabli.ihment, maintenance and operation of 
a food services progrnni consistent with state laws end 
regulationa of the stnte board of 'education at^ld 
aclminister and supervise such services. 

(7)* Personnel. Be responsible, aA required 
herein, for directing the work of the personnel, and in 
addition fie sluil! have the following duties: 

(a) Positions; and qualifiQations> Recommend 
to the board poi<tiona to be filled, minimum 
qualifications required for'each posUion and persona 
to fill each position authorized, 

' (b) Compensation and aalary achedulee. 
Recommend to the board for adoption a aalary 
schedule or salary schedules to be used as the baaia 
for paying membera of the admlnistrathre and 
Inatructional sUff and other college employeea, 
including individuals engaged on a temporary bHaia to 
render other peraonnel services. Compeitaation plana 
and award programs shall' be arrangeo io«ofar aa 
practicable, ao aa to furniah incahtive ' for 
improvement in competency, for continued and 
efficient service, and for rewarding college employeer. 

(c) Contracts and terma of aervice. 
Recommend to the boarj) terma for contracting with 

imployees and have prepared aCich contracta aa are 
pproveil; provided that contracts with the nMmbers 
of the administrative and instructional staff are to be 
plepared, recommended and executed asr herein 
before preecribod. ^ 

(d) Transfer and promotion. ^ Recommend 
employees for tranafer and transfer ahy employee 
diliring any emergency and report the tranafer to the 
board at its next regular meeting. 

te) Suspension and dispiissal. Suspend 
membtrt of the inatructional staff and other 
employees during emergencie# for a period extending 
to gmi including the day pf tKe next regular pr special 
meeting of the :board and notify the board 
immedbtely of such suspension. When authoriMd tO 
^do so, ae^e notice on the wsp«nded member of the 
charges mede and of the date of hearing. Diamiae 
employees th accordance with lawa, nilea and board ^ 
policiea. , 

(f) Direct work of employeee and eupertlae 

.\ ^ ltd 
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oooditioiif or in^htih^r ih^rt «rt phystoni htmrdt 
whieh mv« liktly to th« h««lth or Htm of tbt 

•lud#nU or itaff; rtqutct comptt#nt attliteiiM ttom 
tht tUU or oth«r authorhtd aivneY, if mctiiiry^ to 
dit«miM whether buildinp foufio to b« d«|«€ilvt 
•houklhe condemned kind to r^mtnend to tht 
board iRnidemnation of bMUdinft which •kouM b# 
abandoned. 

(11) Pinanct. lUcomihnend meaauret to tba 
board to aaaure adtquate education^ proffraiiia> in 
accordance with the flilanctal procedure •uthoria#d 
' and ai preicribcd below: 

(a) PUns for oMrating college. Determine the 
f^ndt necettary fo^ the operation of the coilefe and 
recommend plane for iniuring the bperation of the 
college fpr the tenm authoriied by thtftate board of 
education. 

(b) Annual budget, Submit the annual budget 
to the board for approval according to law. After 
action by the board tubmit the budget to the director 
each year on forms required by the director. 

( c) Borrowing ^ money. Recommend when 
^ ncceaaary the borrowing of money at prescribed by 

law. 

(d) Financial records and accounting.. Maintain 
accurate records of all financial transactions on forms 
prescribed by the director. 

(e) Financial reports. Submit ftnandal reports 
to th^ director as required and submit copiea of such 
reports to the board. 

(f) Bdnds for employees. Bond employ#ea,4g 
provided by law and board policiea to protide 
reasonible safeguards for all college funds or^ 
property. 

(g) Contracts. Recommend to the board the 
desirable temis, conditions and specificattons for 
contracts for supplies, materials oi^ services to be 
rendered; see that materials, supplies or servipes are 
provided accortling to contract. 

(h) Reports to the dir^tor. 9ubmit for the 
approval of the board ell reports that may be required 
by law or rulei using forms as may be prescribed by 
the director. 

(12X Eitforcement pf la we and regulsilons. Sea, 
insofjur as practicable, thf t all laws and regulations of 
the state board of education as well as supplementary 
regulations of thf board h»e properly observed. 

(13) Professional and general improvements. 
Attend such conferences for presidents as nuiy be 
called or scheduled by the department of educatkm 
and avail himself of means of professional and genmd 
improvement so that he may function moat 
efficiently. ^ 

(1.4) Recommend revoking certiflcalae. 
Aecommend in writing^ to the commissioner tlM 
revoking of any certificate fbr good cause, including a 
full statement of the reason toi his recommendation. 

n6) Mak« records available to successor. Leave 
with the board and make available to hla successor 
upon retiring from or vacating the office a complete 
inventory of college equipment and other ph>pefty, 
togeUier with all official records and guch oth#r 
records as may he needed in supervising instruction 
and in administering the colltge. 

The college seal. The prtsldent or hta 
designate shall keep in his custody the college seal 
and lie shall authentioata true copies of d«cistons« acta 
dt documents wh«ve official signaturas are r#quirtd 



by law or rules of the statif board of education or 
policies of the board. \ 

(17) RMords of absence. MateUin full, 
conkplete and aocui«te records of all iusencee of 
collegt perlK>nii«l provided for by law, rules of the 
stat« boa^d of education or pollc^a of the board. 
Such records shall Include exact date(s) when each 
abelnce occucrtd and the tutura of the c^iae of such 
absence. Payment of clainls for such bentflts are to 
be consistent with said laws, rules of the state board 
of education or pollofee of the board, 
•pseifle AuthaiiCy S«0.7ft& rS. Law . impkmsnCsd 
2l0.7gg<7> rS. History— rennaglr eA<t.T71, aspfomulssltd 
lS-19-74. An»eiided lt-9-7ft. 



6A-14.263 PresMent | to 
abaemces. / 



keep records of 



ipeollto AuChoriCy .1130.755 Fg. Uw Iin|4emsnted g30.75g 
rt. Hlslpry«->omi«rly eA-g.741, aeptcmulisCrd 19^19-74, 
ll«p«aM 12-9*75. 



•A*14.27 Report on utUhation of instructk>nal 
and administrative staff required^ Each community 
college shall prepare and submit annually to the 
director on sucn forms and at such times , as 
prescribed by the director a report of class loads and 
other assignments of community Allege instructional 
and administrative personnel. Such staff asaignmenU 
shall conform to pohcies approved specifically for 
ea^ih community college by the board, 
gpsetfle Aulhority 230.755 fS. Law lmpUm«nt«d 230.763* 
P9. HIstery— Formerly 5A*S,94^R«promuls«t«d 12*19-74. 

•A*14.39 Area vocational education schoob. 
The following definitiorts and requirements will be 
observed by the state board of education and the 
state b<>ard for vocational education in approving area 
vocational education schools under the provisions of 
Public Law 88 21Q. Public Law ^0 676, and Sections 
2S0.«30» 230.631, and 236.076, Florida Statutes: 

(1) The term **area vocational, education 
school" shall mean any desigiiatad public school or 
public institution, under the supervision of the state 
boai^ for vocational education, which tails wjthin 
one of the following categories: 

(a) A high schodi with a department which is 
used exclusively or principally for the provis^ of 
vocational education to persons who are available for 
study in preparation for entering the labor market, r 

(b) A sp^ciaiiied high school used exclusively 
or principally for the provision of vocational 
education to persons who are available for study in 
preparation for entering the labor marlcet. 

(c) A iechnfcal^ or vocational s<^hool used 
aiccluaively or principally for the provision of 
vocational education to persons who. have completed 
high school ahd peraoDS who have If ft school without 
graduation and who are ^available * for study in 
preparation for entering tht labor market and which 
admits, as regular students, both persons who have 
completed high school a,nd persons who have left 
school without graduatioii. 

(d) A conununity college with a department or t 
division used to provide vocatlonsl educHtion lading 
to immediate employment but not leading to i 
bacctlfturaate degree; the college must idmil to the 
departmsnt or division u regular atudents both 
persons who have completed high achool and persons 



Itl 



-17- 



ERLC 



^'0 



\ • \ 



\ ■ 



1 



7VPPENDIX "B" 

SOME EVALUATION CJ#BGORIES REPLECTIMG 
THE FUNCTIONS ASSIGNED Ta, THE P.RESIDENT 
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/ ^OME IVALUATION CATEGORIES RfeFLECyNG THE FUNCTIONS 

CHECK ONE SPACE ONUy IN EACH CATE GORY ^ } " 



ASSIGNED TO THE PRESIDENT 



^PLANrflNG 
AB qiTY 

Hoc 



R4^1i«t on o4:h«ra^ 
^ to bring problcmt 
to hl« «tt<jnt ion; 
• «ftcu fiiilii t# 
He* ahead 



Flans ahoad jui^t 
enough to g^t by 
in hit pri^dent 
job 



la • careful , 

effact>ive planner; 
anticipiiyiaa and 
takes acTion to 
•olve problems 



Capable 3^ planning 
beymid )fequirementa 
of the present jot; 
seea the big picture 



Capable of top-level 
planning; a high caliber 
thinker and planner 



□ 

IXRCUTIVE, 
im<AOEMSNT 

Kot 
Observed 



□ 

^ Is a poof oVganifzer; 

' ' does nor really make 
effective use of 
matarial or man-* 
power 



Maintains ordinary 
efficiency of oper- 
ation; .control could 
be improved 



□ 



Gives economy of 
oA^ation careful 
atclntion; aakea vise 
use of manpower and 



oatcrials 



Maintains affective 
econotsy } carefully 
veighfi cost against 
^xf^ecyid results 



" 

lighly skilled 
alancing coat 
eaulta to ^t^ 



Highly 
b 

rea 

optimal 
effectiveneaa 



in 

agaihat 

taiti 



□ 

HUMAN 
MUTIONS 



Not 
Obsarvad ^ 



• Does not get along 

well with people; 
definitely hinders 
his ef fectivenf ss 



□ 

He haa difficulty in 
getting along with 
his associatea 



,□ 

Gati along with people 
adequately; haa average 
skill at maintaining 
good human relatione 



□ 



His above avet^e ek^lla 
in hua^n relatione are 



an aaaat 



Outatanding aktlle in 
human ralationa 
iiier4iaa«a >hia 
•f faotivanaae 



KNOWLBDGB 
Obaarvad 



Serioua gaps in his 
knowledge of funda- 
mentals of hia job 



Satiafactory knowledge 
of routine phaaea o^ 
Jhia job \ 



Well infonsad on mont 
>phaaaa of hia job 



Bxoallent knowledge of 
all phaaea of hia Job 



□ 



Bxeaptional underat«ndlng 
of hie Job; y«ry wall 
informed on all* 
phaaaa 



□ 



PBRPOHMAltCB 

OF DimES 

Not 
Observed 



Quality or quantity 
of work often fails 
to aMet job require- 
ments 



Performance meeta 

only minimum job 
requirements 



Quantity and quality 
of work arc very well 
satisfactory 



Produces vafy high 
quat\tity and quality 
oi wotk; meets all 
suapensea 



Quality and quantity of 
work are clearly 
auperior and timely 



?3 



srracTiviNKss 

IH WORKING 
Hot 



Imffttctivtt in working 
with oU^rf ; ^« not 



SoMtiMt hat difft^ 
culty in tatting 
along with othara 



LEADERSHIP 
CHARACTIR- 
18TIC8 

Not 
ObatrveiS 



Of tan waak; faila to 

Miow, initiative and 
accapt raaponai-* 

bility 



Initiativa and ac-* 
eaptanca of reapon- 
aibility adaquata 
In laoalf aituationa 



a 

JUPGIgWT 

Not 
Obaarved 



D^ciaiona and 
racoMandatioYta 
of tan wrong or 
inaf factiva 



Judgnant ia uaually 
aound but aali;aa 
occaaional arrora 



STABILITY 

Not 
Obaarvad 



Goaa to *'|(iacaa*< 
undar praaaura; 
ia "jiaapy" and 
narvoua 



Occaaibnally "blowa 
up** under praaaure; 
ia eaaily irritated 



JOB. CAPA- 
BILITY 

Not 
Obaarvcd 



a ■ 

Haa gapa in funda-/ 
mental knowledge 
and skltla of hie 

job 



Haa a aatiafactory 
knowledge and ak,lll 

for the. routine 
phaaea of hia job 



Cata along well with 
people under normal . 
circuiaatiincea 



Vorka in harmony with 
othera; a very g6od. 
team' wdrkar 



Bxtremaly aucceaaful'' 
in working witli othera; 
actively promotea harmony 



Satiafactorily 
demonatraxea 

initiative and 
ace^pta irenpon- 
aibility 



Damonatratea a high 
degree of initiative 
and acceptance of 
reaponaibility 



Alwaya' damonatratea 

outatanding initiative 
and acceptance of 
reiponaibility 



Showa good judgMnt 
raaulting from Mund 
evaluation of factora 



Sound Logical thinker; 
con'feidera all factora 
to reach accurafie 
decira io'na^ 



Cpnaiatant in aMkiog 
right deciaion in highly 
complex matters 



Haa average tolerance 
for crisea; usually 
ramaiaa calm 



Tplarataa moat praaaOra; 
likaa criaaa mora than 
average peraoti 



Ihrivea umiar praaaura; 
really anjoya aolving 
criaaa 



Haa excellent know^ * 

ledge And ia well 

• killed on all-phaeea 

of his job 



ijaa tn Exceptional 
undara tending , and 
akill on all phaaes 
of hia ^ob 



□ . 

Haa a far-reaching graap 
pf hia fntir* broad job 
araa; authority in hia 
field 




/ 
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RATING 


SCALES COMMONLY USED 
• 


» 

IN EVALUATION INSTRUMENTS 




Outstanding 


Good 


.Fair 


Marginal 


ft 

N9t Applicable 


Always 


Usually 


Sometimes 


Seldom 


Never 


^.^.^jj^..,., — * — . — — — , 

Up- to- Data 


Good, 


Fair 


Poor ' * 


Laoking 


Exoaptlonally Well 


Va^y Well 


Quite Well . 


Poorly 


Vary Poorly ^ 


Very Fra<]uant^y 


^uite^ Pr^qi^ently 


Sometimes 


Seldom 




Complata 


Much 


Some 


Little 


Mont 


Navar 


Seldom 


Some tl me/9 


Often 


Continuously 


Cxoaada 




Meets 




Falls Below 




i I 


1 1 


1 1 
L J 




Very Well Informed 


Well Informed 


Limited Background 


Poorly 1 1nformed 


Iniiufficient Basis 


Outstanding 


Very Good 


Good 


Satisfactory 


Needs Improvement 


Often 


Occasionally 


Soroewnat 


Least Character^^ftic 




Stimulating 


Adeqfuate 


Routine 


Dull 




Very Considerate 


Considerate 


Sometimes 
Intolerable 


Inconsiderate 




Vary Clear 


Clear 


Confused 


Faulty 




> 

Well Organized 


Organised ^ 


Lacks Continuity * 


Confused 


V 


Highly Poised 


Poised 


Easily Upset 







Also, 5 - POINT SCALE 0 - 5 
or 5 - a 



Unable to Judge 



J. 

t 



Appendix "d" 

excerpts prom division qp personnel /t a workbook ; 
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fixc|«rpti ftom Diviilon of P«rionn«l, A Workbook i 
gnyioyee P<rgoymfnq« J5valuatlon / TmiAing and Development 

I WoridA bepartmaftt of AdministrAtlpn . 

6 RAtlHQ SOLg 

The ratlnt Acal« Is rntde up of v«lueii which correspond to the etenderde 
of perfonumce eet«blleh«d by the agency end ere lleted on the retlng torn 
In the five colunme* 

The ecele. ehoire numerlcel veluee for the fectore considered » weighted in 
proportion to their respective inportence. 

The retlng values which make up the scald are: 

A. Unsatlefactory - An employee who faile considerably in meeting the 
minimum performance re<}uireminte of the position to which he has been 
assigned shall be rated in the Unsatisfactory column for the factors 
applicable* 

Ri Conditional - An employee who fails slightly in meeting the tainlmum 
perfor«ence requirements » but who shows a potential for aome improve- 
ment shall be rated in the Conditional column for the factors applicable 

C. Satlf f act^ory - An employee who fully meets the performence standards 
of the position to which he has been assigned shall be rated In the 

" 1^' Satisfactory column for the factors applicable* 

D. Above Satisfactory An employee whose performance has been above the 
standard performance requirements of the position to which he has 
been assigned shall be rated in the Above Satisfactory column for the 
factors applicable* 

^* Qutsta^ndlng - An employee whose performance i,s highly satisfactory and 
considerably above the pc^rformance standards of the position to which 
he has been assigned end cannot be exceeded by anyc'Sppreclabla dif- 
ference in performance shall be rated in the Outstanding column for 
the factors applicable. • ^ ^ 

7 RATING FACTORS 

The rating factors are the crltetla by which ah employee's performance is 
measured* These factors are listed and defined below* 

A* Appsarancg f 

Thi» factor Is concerned vlth;.the overall appMrance of the 
employe* mciieured with the type of work performed. 

B. Attendance 

1. This factor le concerned .with the employee's att:endance, 
punctuality, and time devoted to actual work. 

2. The rateK should consider prceence on the Job when required, 
punctuality in reporting to work, and/or promptness In reporting 
to assignments, including such items tfs absence without leave, 
excessive sick leave, • etc. 



KnowXiMf pf Job 1. 

1. This factor !• conctrnttd vltK thm •aployit^q ov«r«ll knovltdya 
of eht 0ubi«ct Mttitr and technlqutt n#^«iary for full job 
parformanca. 

2. C«|tt of property and mteriiila us«d by. th« eaployo In hia^dally 
wo4c and th« oba«rvano« of rulas,- r«co(Mi«nd«d prdc#dur«fe» tA • 
ftA^cy r*gul«tlona ahould ba conald«r«d Xn rating thla factor. 
Pr«p«r <;ara and uaa of •quipoMint, ^agavdlaaa '^of ita valua, ahould 

^ b« axpectad of all anployaaa. / 

♦ 

3. An amployea^a ability to obaarve, rulaa , follow Inatructlona, ttaa 
^ffectiva auparvlaory technlquaa, carry out dutiaa In accordanca 
with approved procedurea, and confor* to aafaty raguletiona ia 
vital In rating the performance of work habita. 

4. The knowledge of Job is meeaured by liatlng the dutiea the auper- 
vlaor feela ere actually being performed by the employee. Thle ia 
not Intended to be a formal job deaotlptlon but juat a brief 
atatenent of dutiea from what ia conaidered moat aighificant to 
what ia conaidered leaat aignif leant. After theae dutiea have 
been liated oil the form provided (See Appendix "A"), the employee* a 
^performance of each duty la evaluated individually and one of the 

five appropriate rating categorlea ia aaalgned. Indicate thia aame 
rating In the appropriate column correapondlng to ^'Knowledge of Job." 

V. 

Quality of Work 

♦ 

le This factor la concarnad vlth accuracy, coAplatanaaa, naatn^aa 
and affactlvanesa of work performad% 

1. The standard la that quality of vork vhlch la daalrabltt In tha 
particular occupation or claaa of vork vhlch la acceptable to 
the Immediate supervisor, aectlon head, and dlvlalon director e 

Quantity of Work 

le To determine a standard quantity of production for a particular 
Job, the rating authority must underatand the quantity of vork 
factor in terma of the actual jobe 

/■ • ■ 

2. The employee ahould be rated only on the voltaie. of work that 
ia subject to hie control, lor exampHr;^ a typlat may be able 
to type twenty lettera a day, but if her aupervlaor glvea her 
only ten lettera, the volume ia beyond her control. 

3. The quantlt;^ of work la meaaured by comparing the work 
' performed to the eatabj-iahed atandard. 



/ 



-30- 



1. Thi« factor 1^ concerned vlth. retourcefulness, ••If-rtllance^ 
villlngneat to acctipt and ability to carry out raaponslbllityt 
and-tha adaptability of the anplcfyea to hia vork aaalgnaianta^ 

2, It la poaalbla for an anployaa who la npt too axparlancad or too 
highly akllled to dlapley Initiative* An employee who attempta 

^ to aolve pi^hlemat auggeats Inprovei^enta, and r*c|ueeta additional 

aaalgnmenta^when hi a woijK le completed, tenda to dlapl^iy the 
factor of Initiative. 



3* Engaging in tjralQlng couraea and encouraging othera toward 
productive use of time also Indltatea initiative* 

bepeftdabTTtty; * . ' . 

It This factor la concerned with the employee's attention to hip 
work in the absence of direct an4 Indirect aupervlaion* 

2, An employee who does ^lot shift the burden of difficult assignments 
and wt^o is reliable at all times tends to display dependability* 
The ability to meet deadlines is another indication of this trait* 

H* Attitude ' - 

1* This factor deals with the employee* a jFj^ellnga towards his Job, 
fellow employees » aind the organisation for which he worka* 

2* An employee who is flexible in his thinking, is conscious of his 
Job responsibilities, and looks for a new and better way of doing 
things in order to improve the function of the organ^ation #or 
which he works, tends to display an acceptable attitude toward 
his Job* r ' 

3* Conversely^ an emgldfyee who resists authority and is antagonistic 
about necessary changes in procedure tends to display a poor 
attitude toward his Job* 

!• Relatlonshlpa with Peop le # 

^« Thla factor la concerned with an employee's ability to ge^ along 
with asaociates and his degree of effectiveness in dealing with 
the public and supervisors* . 

I '2* In most caaes» complaints of employees or Incidents' arising mav 

attmct the attention of the supervisor to those employees among 
whom poor relatione exist, but the attention of the supervisor is 
not easily attracted to those employees among whom good relatlottd exist* 

J* Emotional Stability 

Ability to work well under pressure, to accept constructive crisicism 
and to control emotional expressipns and behavior that are detrimaft«el 
to good Job performance* ^ ^ \ 
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CONFIDEHTIAL 

DEPARTMENT OF AONIMISTRATION 
KMPLOYEB PERFOKlUNCE RATiInO 



INSTRUCTIONS I Do not co«(^i(ttte thlfl for* until you h«v« rtad «nd und«r«tand 
the Fjnploy«y PerforMncv Rating Nsnual. 



BApl«y««i*« Nadiet ' 
« So«tai Secttrtcy NunEeri 
Job Tltl«t_. 

Xlvitiont 



Annlv* D»tf 1 

Period of thl0 Review { 

Frowt 

Tot 



Performance Pactoir* 



CooDantt 



Rate each factor. • .Circle One 



Outstanding - 
Above Satlsfactot'y 
Satlafactorv 
Conditional * 



Unaat laf actory , 



, Appearance 


0 




2 


3 




Attendance 


0 


1 


2 


3 




Relationship with P«c»ple 


0 


1 


2 


3 




Emotional Stability 


0 


1 


2 


3 




Attitude 


0 


2 


4 


6 




Initiative 


0 


2 


4 




Dependability 


0 


2 


4 


6 


8 


knowledge of Job 


0 


2 


4 


6 


8 


Quantity of Work 


0 


2 


4 


6* 


8* 


Quality of Work 


0 


2 


4 


6 


8 


TOTAL NUMERICAL RACING: 








t 





Outstanding 

Abova Satl8fact;^ty 

Satisfactory ; 

Conditional 

Unaatlafactory 



Use this space to describe weak and 
strong points about vork of sttployee 
and hie personality • 



(Use additional aheet if needed 
making two copies*) 



54 thru 56 points 
46 thru 53 polnta ^ 
26 thru 45 polnlta 
13 thru 25 polnta 
b thru 12 points 



OVEKALL PERFORMANCE RATING; 



Rated by: 




Titlet 


Date: 








Revleired by: 




■ 

Titlet 


1>«te: 








Revleimd by: 




Title: 


^ Date: 








Revleved hfx 




Xltlei 


Date : 








Employee *s Signature: 




Dat«: 




















• 


Distribution: 


Employee's 
Bnployee 


Personnel Jacks t / 

\ 
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APPBNblX "E" 

PRESIDENTIAL EVALUATION BY BOARD 
LAKE CITY COMMUNITY COLLEGE 
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PRESIDENTUt EVALUATION BY BOARD 
Lak« City Comunlty ColUgt 

Rate the following statemontv on M 5-polnt scale. Th« rating of 5 maana tha a^atamant 
la tbaolutaly trua. The rating of 1 maana it la not trua at all. Tha rating of 0 
meana "no knovladga/* 

1. Whan ha knows vlshaa of tha board , he carrlaa tham out. 



2. Enough Inforaatlon la given the board that Intelligent daclalona can be Bade. 

3. Information la given the board soon enough to be read and aaalmllated. 

^* Ably re^reaenta the college and board at locals atata, and national levela. _ 

5. Is respected at the locals atate^ and national laviisls. 

^* Stays Abreast of educational development and trends. ' 

7. Is honest and forthright In his deallnga with' tha board. 

8. Maintains good relationships with state agenlcaa. 

9. Is knowledgeable about budget making procaas. 

10. Makes effort to keep board Informed. 

11. Is effective In Securing capat)le employees. 

12* Is knowledg^abl^ about how college Is funded. J ^ 

13. Delegates responsibility to degree necessary. 

Deals with people effectively. ' • 



15. His management style Is democratic. ^ * 1 

(The other end of the scale would be autocratic.) 

16. No matter where manageittdnt style Is ratedt rate Its ef f ectlveneaa. 
(5 Is best.) 

17. Maintains high academic and Instructional atandards by aupport 
administrators^ responsible. 

Supports his employees In their Jobs. 

\ 

19. Is totally dedicated to his Job. ' 



20. Other significant characterlatlca: 
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APPENDIX "F" 

BXCERPT FROM STATE NEW YORK WORK 
PERFORMANCE RATING REPORT 
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Kxcerpt from Stat« of N^wYorkWofJj, 

P»m^Mikhd« R«ilhg R«port 



WORK PKRFORMANCK RATTNtJ RKPORT 


kvai.uVtion PHRlOb 

FROM: 


AWUAL INTKRlrf 

rROBAtlONART 








DiVffilON 


\ 






WORK I,0C\T10N 




A* In my opinion tho suiKMry judgiK^nt b«iit •xpr««»ing your worlc ptrfomuince tor th« period 

covered by thla report is . / 

Outstanding Superior ^ Good Fair Unsatisfactory 
TFJrm PS-102 Attachad) T?St* P»-XOl AU«ch«d) 



iT H\« above waluat Ion has baan made conal daring the following ifnctora vhoro applicable 
to your vork^ ABalgnnantat ^ 



\ . QUALITY QF WORK— 

Conaidar^d ware tha acouracy, preaantablllty^ neatnaaa, ate* of your work with 
rafaranca to the unit* a atandarda togathar with tha nacaaalty for close aupar- 
vision of your efforts. VoIuubv of work produced waa not considarad^ 

2. QUANTITY OF WORK—' 

OiKly couaidat'^d wua tha aaount of work you produced it compared with the 
uauaji requlraments of your poaltlon. > 

3. WORK HABirV^ * 

^ Considcrod werd the organisation aad planning of your work; you^ adherence to estab- 
llahid pt'ocedurea and rules; your dapit\dablllty, judgment, persistency and personal 
hablt« as they affect your wojrl^ in B^netal. 

% 

4. WORK INTl^RESi-- 

Conuldere<i were your attitude toward your work, your,^ at>illty to make uaaful augge^*- 
tlona, your Rpeciallsad knbwledge of your Job,. your efforts to acqulye new or broader 
knowledge of your Job, and your receptivity to new %iork asaignnents, 

5. RKIATIONSHIPS WITH PEOPLE— 

Traits cunaiderod wera your tact, courtaay, aelf-contro|, patience, loyalty » and dis- 
cretion in dealing with your fellow etnployeesy subordinates, auperlora and the public* 

PROHOTABILITY— - 

Cctnaidered to be an axptaaalon of your #Up«rvlaor*4 opinion wlt;h raapact to your 
ability to progreaa to higher level work and to aaaume ttoro reaponalbile work duties* 

7. RESOURCEFULNESS-- 

Under this category were conaidarad auch tralta aa your adaptability, vcraatlllty and 
originality, your aalf-rellance. Initiative and aaa* of learning in tha parfornance 

of yout^ work duties. 

^> SUPERVISORY SKILLS— 

Conaldered waa your ability to accept reapoaalbil^y and to guide or lead other 
employees in tha auccaaaful performi^nce of your unit's work functiona. 



C. Thla report rapraaanta «y beat judgSMint of the value of thla employee* a eervlce during 
the period atatad and la bated upon paraonal observation and knowledge of hie work* 

SICNATURF OF RATER . TITLE * - / DATE_ 



D. I have reviewed the report of the Imedlate supervisor ai\d have indicated my jdliAgree*- 
ipont. If any* This report le accurate accordlnt to ny beet knowledge and belief. 

SIGNATURE OF RKVIKWER TITL E ^ , DATE • 

TO THE iMPLbYSTrThe eunwary jucigaiept ekown under ItM A si>ov# le the rating assigned by 
your a.upervleor and reviewed by e aupei^visor on a higher level* Yo^ have a period of 
five days froa the date on which you rtcelve thla t^port In Whfch to appeal. Afwiiile should 
be presented in detail and should contain epeciflc reason* for disagreeing wlt^'^he Judf 
n^«nt of the ratitr* Sxee^t in the case of tatj^ogs of **uneatiefacR>ry" the decli|ion of the 
Departmental Perfor«eac« tAtlng Board on An appeal 1* final. 
DAT E. ■ DEPARTKEMTAL PEIFOIMAHCE RATING iOAlU) ^ 

E. I have reviewed t hit report and have h«d t'h« opportunity to diecuiii it with By racing 
^superviaor(s)* My sl|ngture ^oee not neceesarily iMim that I^egree with the report* 



SIGNATimt or EMPLOYEE 



DATE 



DI8CUS9IOH oun.iNil 

In otd«r for tha rating to h% of v«lu« to tb« dtpartmenty and 80 that the aoployaa mmy 
helped to Improve hla perfor»ance>» a dlecuealon betvtfn the employee and the tater^ 
follovinR the rating* te eeeentlal. Ae an aid In the dlscuselon of the eteployee^e vork 
parf«)nmince the pertinent polnte to be dlecueeed have been cfiecked below. Although the 
Bta'tomenlsi checked «hoLild be In general agreeaent vlth the eummary rating no direct re- 
lationnh^Lp Is re<iulrod between the etatemente checked and the eunmary rating* 

. , (Splice haa been provided tor additlooal itatementg If neceeeary) 



QUALITY OF WORK 

Work 1h consistently of very high quality 
Makes more orrors than the average em- 
ployee doing thla type of work 
Work la generally acceptable 
Completed work dhows care and good 
JudKment In its preparation 
(Other) 



QUANTITY OF WORK 

Must be prodded to achieve quota 

Frequently talle behind schedule 

Maintains a high rate of production 

Keeps work up to schedule 

(Other) 



WORK HABITS 

May absent himself from work without 
adequate notice 

Can do better work, but doesn't 

Willing wbrkor at all times 

Frequently requlreH help of supervisor 

In Organizing work 

Work must be carefully checked 

Can always be depended upon to turn 

In a goi>d job 

Adapts himself easily to work 
assignments 

Receptive to new ideas and methods 
of work 

Undependable; neede constant watching 
and direction 

Should be more bus jjiee9llke in manner 
Has difficulty in following prescribed 
work procedures 

Only assigned one type of work which la 
performed satisfactorily, 

(Other) ' 



WORK INTEREST 

Has thorough knowledge of his duties 
Lacks understanding of the overall 
meaning of the Job ' 
Displays little or no interest in 
his work 

Vfould be more satisfied with othet 
work assignments 

Takes unusual interest in hia work 
Takes average Interest in his work 

(Other) 



RELATIONSHIPS WITH PEOPLE 
Recelvea .constructive criticism well 
Has little feeling of loyalty to his 
department 

Works well with others. 

Often antagonises thoee with whom he 

is in contact 

Inclined to be troublesome 
Vxrles to run things his own way 
Exercises tact 
(Other) 



PROMOTABILITY 

Capable of doing more imp<mtant work- 
Has not demonstrated ability to * 
progress further 

Needs very little training to catch 
on to new work methods 
Frequently assigned to fill-in on 
higher level work 
(Other)* 



RESOURCEFULNESS 

Very valuable in starting a new 
operation 

Usually finds ways and means of deal- 
ing with emergencies 
Lacks self-confidence 
Suggests changes to improve work 
(Other) 



SUPERVISORY SKILLS » tTTC. 

Very skillful In handling difficult 

sltuatioi^a 

More ineiiined to "Boss'* his subordi- 
nates than to **Lead** them 
Should be nore considerate of others 
Very tactful in dealing with public : 
and associatee 

Unwillliig to accept responsibility 
Good at training others In details 
of the Job 

Consistently guides work group to 
maximlinum effectiveness 
Usually sc^itles grievances at hli 
Itvel 

(Other ) 



X 
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Statb op Florida 

Depahtment op Education 

* rAllANAItll 31904 



OIVIWilM'Of OOMMUMITV OOLLt^l* 



July 26, 1976 



MEMORANDUM 



TOt Dr. Lee G. Henderson 

I'^ROMt Harold H. Kastner, Jr., Chairman 

Guidellneit Coiranittee for the Evaluation of 
a Contmunity College President 

SUBJECT! Field Draft 



ERIC 



•'•.~n?,-V.' 



This is to inform you that your Committee for developing soipe 
recommended guidelines for ^valuiitlng a ooi)Mnunity college presi-^ 
dent has (Completed its. task and transmitts herewith the prodtict v 
of its deliberations. The Committee consii^ered evaluation in- 
struments currently being used by organizatigns <jind institutions 
in several states,^ recomntondations concerning the topic in manage- 
ment and educational literature, and the combined experiences of 
the Committee members.. It is our conductive judgment - that this 
report represents the be^t thinking cut:.rently available to us in 
this field and that it ftilfllls the assignment given to the 
Committee* . , 

We have atten^ted to stay >/ithin the rettrictions of our assignment 
and have offered words of caution concerning the use of these tec- , 
ommendations in several places^ As' per your Instructions, these 
guidelines present an approach to the process of evaluating a 
Cf^ipmuhity CQ3^1ege. president and are pot Intended in any way to 
suggest th^jit it is an evaluation instrument. 

On behalf of the Commitl^ee I would like to escpress appreciation 
fpr the excellent staff and support services provided by Dr. 
Juanita .Gibson and^ Mrs. Jerry Smith of your Division. As chairman 
I would like to express my personal appreciation to the Committee 
members for the many hours of effort they have put into th* 
devielopment o^ this report. 

Attachment-^ 

ccj Committee Mertbers 

, Dr. R%h Adams r Presidentr Broward Community Colisiiie ' 
'Mrs. Ida, Baker, Trustee,, Bdison Conwn^nity college ^ 
Dr. Allen T* Cole, Boatd Chairman Emeritus, Polk CC 
Dr.. Richard B> Morley, President Bmeritvia, Gulf Coast CC 
Dr. Juanita Gibion ; ' 

Mrs, Jerry Smith ERIC ClWingto^^ 

■ ■• ' ■ ■ ' ;.: ,,, ' ' 96 l^oweir ijinry Bulltljng ,v ■ • 
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